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Process Overview 
 
1. Receive Email from the Submitter 
 
When a teacher or building administrator in your purview submits for approval their set of Student Learning Objectives, 
you will receive an email notification instructing you to log in to EPSS to complete the approval process. 

 
 

2. Log in to EPSS and Launch the Approval Form 

On the “My Caseload” tab, in the Process View (top half of screen), locate the educator in question. (Tip: use the “Last 
Name” search to quickly find a specific individual.) Once you find him/her, expand the “Student Learning Objectives” 
component within their Evaluation Profile (bottom half of screen). Click the Complete Form icon to launch the Student 
Learning Objectives Approval Form. 
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3. Launch the Individual Student Learning Objectives 

The Student Learning Objectives (SLO) Approval Form displays the Title and Objective for each SLO in the educator’s 
set. For each SLO, click its blue Title to launch that SLO Form in a new tab/window. 

 

 

 
 



Approving Student Learning Objectives  Help Topic 

 

3 

 

4. Review and Approve Each Student Learning Objective 

When the Student Learning Objective Form opens in its own tab/window, you as an approver will have restricted access 
to this form. The only portion of the form you will be able to edit is the “Approval of Objective” section.  After reviewing the 
SLO, use this section to mark its Priority of Content, Rigor of Target, and Quality of Evidence as either “Acceptable” or 
“Needs Revision.”  You may also add Notes, which will be visible to the educator. Once you have done this, click the Save 
button and return to the Student Learning Objectives Approval Form. 

 

 
 
Note: if any one of the three approval areas – Priority of Content, Rigor of Target, Quality of Evidence – is marked as 
“Needs Revision,” that Student Learning Objective Form will once again become editable by the submitting educator. 

 

5. Mark the Complete Set as ‘Approved’ or ‘Needs Revision’ 

Once each Student Learning Objective has been reviewed (see Steps 3 and 4), mark the complete set as either 
“Approved” or “Needs Revision.”  This is done on the Student Learning Objectives Approval Form, which should still be 
open in your web browser. If necessary, refresh the Approval Form to see the Approval selections that you entered for 
each SLO. (Tip: To refresh, click your browser’s “Refresh” icon in the toolbar, or press F5 on your keyboard.)  If you 
accidentally closed the Approval Form, simply re-open it from your “My Caseload” tab (see Step 2). 
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6. Submit the Student Learning Objectives Approval Form 

Once each Student Learning Objective has been reviewed (see Steps 3 and 4), and you have marked the set as 
“Approved” or “Needs Revision” (see Step 5), the final step is to click the Submit button on the Approval Form. This will 
notify the submitting educator via email that your approval process is complete. 
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7. IF NECESSARY: Approve Revisions 

If a set of Student Learning Objectives is sent back to the educator for revisions, the same process as outlined above will 
apply. When the set is re-submitted, you will receive another email, essential re-starting the process. However, in Steps 3 
and 4 – where you are reviewing and approving the individual SLOs - you only need to revisit the Student Learning 
Objective(s) that were marked as needing revision. SLOs that were marked as “Acceptable” the first time around became 
locked and do not need to be revisited. Assuming the revisions are satisfactory, change the set’s status to “Approved” 
(see Step 6) and click Submit on the Student Learning Objectives Approval Form. 

 
 


